BALTIMORE COUNTY
OFFICE OF CENTRAL SERVICES

Records Monogement Divisien

RECORDS RETENTION AND BISPOSAL SOHEDULE

SCHEDULE NO.
C-673

PAGE ND.
1of 2

PERSONNEL TRAINING g RECRUITMENT
AGENCY DIVISION
I''EM
NO. DESCRIPTION RETENTION
1. GENERAL CORRESPONDENCE Screen annually and
Subject arrangement of original incoming letters, destroy that material na
copies of outgoing letters, memoranda, studies, longer needed for current
reports, directives, policies, and other materials business.
related to the administration of the agency.
Directives, policies, amd
other material related tlo
the planning and policy
that illustrate the
development of the agenqy,
retain permanently for
eventual transfer to thd
Archives.
2. UNOFFICIAL PERSONNEL FILES
Files contain information on current employees. Screen annually and
Files may contain but are not limited to copies of destroy that material ng
applications, annual reviews, reprimands and longer needed for currerjt
disciplinary actions, awards, doctor slips, acciderjt reference. Retain
reports, resumes, etc. remaining items for two
(2) years after
termination, then destrdy.
3. LEAVE AND TIME SHEETS Retain for one (1) year,
This file contains office copies of employees annuil then destroy.
leave and daily time recordings (biweekly copies o
time sheets, and computer biweekly printouts).

SCHEDULE APPROVED BY
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE NO.
C-673

PAGE NO.

2 of 2

DESCRIPTION

RETENTION

GENERAL ACCOUNTING RECORDS

Files contain office copies of:

Goods Received memoranda, billing invoices,
expense/travel reports, requisitions, petty cash
vouchers, mileage reports, direct payment forms,
paid bills, ticket books, purchase orders deposit
slips, receipt books, etc.

FIXED ASSET FILE

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/Stolen Forms (office copy)

Surplus Forms (office copy)

Transfer Forms (office copy)

EDUCATIONAL ASSISTANCE RECORD CARDS

These files contain 3 x 5 cards with information
about employees who receive educational assistance,
including names, bargaining unit, fiscal year,
agency, fund code, courses taken, dates
application and supporting documents were received,
status of application, cost of courses and amount
of reimbursement. They are filed alphabetically,

by name and are duplicated in the office of Financgq.

Access is restricted by the Employee Privacy Act.

APPLICATIONS FOR EMPLOYMENT/PROMOTIONS

vacancies for full, part-time, and temporary

produced by the agency.

These files are arranged alphabetically and contair
all original applications and resumes for posted

employment, and referral lists generated from these
applications. Access to these files is restricted
by the Federal Privacy Act.

PUBLICATIONS HISTORY FILES
This file contains one (1) copy of each publicatior]

TRAINING AND EDUCATION HISTORY FILES

This file contains records of training programs
conducted by the department. 1t may also include
copies of course designs, evaluations, instructor
data, materials used for instruction and developmer]
of course design and attendance records.

- Retain permanently for

Retain for three (3)
years, then destroy.

Retain fixed asset
printout for one (1)
year, then destroy.
Retain all other
completed forms for
three (3) years, then
destroy.

Retain in office for fou
(4) years, then destroy.

Retain in office for fou
(4) years, then destroy.|

eventual transfer to
Archives,

Retain in office until nb
longer needed, then
destroy.

"RM 1A (Rev.

1/90)
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RECORDS MANAGEMENT

TEL No.1-301-88&7-0313
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9:55 Np.002 P.O5

1 301 887 0313 »
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IHSTRUCTIGHIS - - TYPE OR FRINT A
FARATE FORM FOR EACH REW OR

ISED RECORD SERIES. FORWARD

DEFARTMENT OF CENERAL EERVICES
RECORDS MANAGCEMENT DIiIVISIOnN
T278% VWATERLOO ROAD

AGENCY RECORDS INVENIURY

RECORDS RETENT |ON SCHEDULE P.O, BOX 279
{pGs ss0-1) JESSUP, MARYIAND 20794 PAce oF
! . DEFARTMENT/AGENCY 2, Division $. uNIY

T —_——

DEFINITION-RECORD SERIES.? GFOUS OF RELATED RECORDS NOFMALLY PILED AND USKD AS A UNIT POR

4. RECORD SERIES TITLE

Administrative and General Correspondence

REFERENCE A BELL AY RETENTION AND DIAMOBITION PURFOSES

5. EARLIEST YEAR/ULATEST
TO

YEAR

Ry ¥

e e e vy

tN THE SERIES.

-

8. RECORD SERIES DESCRIPTION (BRlIFLY DEECRINBK THE TYPRES OF INFDRMAT'DN/DOCUHQNTS/PURHS FOUMN

INCLUDE THE PFURPOSE OR FUNCTION OF THE Sfﬁl!sl

fubject arrangement of original letters, copies of outgoing lectters, memoranda, studies,
reports, directives, policies and other materials related to the

administration of tha

D LEcaL b1z’ O COMFUTER TAPE
0 BouND BOOK D FLOPPY DISK
O Aublo TAY O VIDEO TAFE

0 OTHER(SPECIFY)

0 NUMVERICAL
O CHRONOLOGICAL,
0 GEOCRAFHICAL

OTHER(SPECIFY)

_ Sulbpet”

agency .
7. RECORD SERIES FORMAT{S) 8. RECORD SERIES SEQUENCE 9. VOLUME
ETTER SI1ZE © MICROFILM ALPHABETICAL B/}le ORAWER( S )

0 MICROFILM REEL(3)
':ZE’E'D COMPUTER TAPE(S)
MUM

O OTHER({SPECIFY)

. — a—

ANMUAL ACCUMULAT I1CN
FILE DRAWER(S)
O MICROFILM REEL(S)

to.

[4

-—

KURBER D COMPUTER TAFE(S)
8 ovurR(aspecy ). —

' g1 18 usEp

O pAILY O WEEKLY O MOoNTHLY

1z, FILE BECOMES INACTIVE AFTER II

NOREEN D MONTH({S) O yEAR({S)

13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

-~

14. s R‘ECORD SERIES DUPLICATED ELSEWHERE ?

(1 vyem, areciry reency on orrtce)
D yES D NO

18, ACCESS RESTRICTIONS
{1r ven,

0 vyes  No
cive tLAw{n) & prGULATION(E®)

te. AuDIT REQ“'RELEUT;S~,M~-rw"?:” )
‘ .'r s Vo4

! ., »
& " o £

Jp———

.,,..

0O NenNE O sSTATE FEDERAL O [NDEPENCENT,

17. IS AN INDEX SYSTEM USED? {Ir vRB.=0rLA N
GRIEPLY AND DESCRIE® ANY HARORARE/SOFTRARE )

Oyes O nNO

- e

L

10. RECOMMENDED RETENTICN ¥

Screen annually and peatroy that material
longer needed for cukrent businesgs. Dlrecuxvea
policies and other material related’ to e
planning and policy Ehat-itlustrate the
development of the agency, retaivn permancntly
for eventual transfer to the Archives.

: g

——

19, NAME AND TITLE OF PREPANER 20.

—

TELEFHCNE HNUBMEER

787" 5/‘14’

_— e e -

Ri. DATE

¢ /22 fpd

4Aé2yn/h4u£ /szé%)l '
% -

DCS 8%0-2 {rcyisre 22992 %




XEROX TELECOPIER 295 : 12-18-90; 9:56 AM; 1 301 887 0313 » 13017998532 ; # ©6
RECGRDS MANAGEMENT TEL No.1-301-887-0313 Dec 18.90 9:55 No,Q02 P.OB
| |
lostructions TYPE OR PRINT A | DEPARTMERT CF GERERAL SERVICES | AGERCY  RECORDS  INVENTORY
PARMTE FORM FOR BACH NEW OR | RECORDS NANAGEXENT DIVISION |
‘\nszo RECORDS SERIES, FORWARD | 7275 VATERLOO ROAD |
1TH RBCORDS RETENTION SCREDULY | p.0, BOX 275 | PAGE op
| JESSUP, MARTLAND 20794 |
f |
1, DRPARTMEN?/AGENCY J 2. DIVISION | 3. UNIt
| |
| |

DEFINITION - RECORD SRRIBS A group of related records mormally filed and used os o unit for reference as uell 28
- retention and disposition purposes
|

1. RECORDS SERIBS TITLE | 5 BARLIZST YEAR/LATEST YEAR
UNOFFICIAL PERSONNEL FILES : /

5. RRCORDS SERIES DESCRIPTION (Briefly describe the types of information/docusente/forns found {n the series.
Inclsde the purpose or function of the series)

Files contain information on current employees. Files may contsin but are not limited
to coples of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

RRCOADS SKRIRS FORMAT{S)

‘ B. RECORDS SERIRS BRQUENCE
{4-LeYTER S188 |] MICROPILN

- KLORABRYICAL

9. VOLUNS
/7118 DRAVRR(S)

{) KICROFILN REBL(S)
(] LBGAL $188 || COMPUTER YAPB [1 RURBRICAL Z {1 COMPUTBR TAPB(S}
KUKBER  {] OTHER{SPECIFV}
{| BOUND BOOK [} FLOPPY DISK {] CHROROLOGICAL
10. VOLUME

[ FILE DRAWER(S)

[} WICROFILM REBL (5)
[] COMPUTER ¥APE(S)
{) OHER|SPECIFY)

{1 AUDIO TAPE {] VIDEO TAPE {1 GROGRAPHICAL

{] OTHSR (SPBCLEY)

l
l
I
|
I
|
|
I
=
[] oTHs (seeciry) [
l

PRSIV

— —— g B e, — " e, S—

11 FILE lS US!D
{1 DALLY

12. HILE BECONES INACTIVE ATTER

{) WBRRLY {) MONTHLY (] NoNtB({S) (] TEAR(S)

NUNBER

13. CURRENY LOCATION(S) (BLDG.,PLOOI,ROOHI 14, I8 RECORDS SERIES DUPLICAYRD BLBEWHERE?

{] YB3 [} RO (If Yes, Specify Agency or Office)

15, ACCESS RESTRICTIONS (1185 [] N0
(IF yes, cite taw{e) & regulation{s)

16. AUDIT REQUIREMENTS

|
|
I
I
|
I
I
l
=
| [} RORE [] STATE () PEDERAL () INDEPENDEN?

18. RECONNINDED RETENTION _
[ Screen annually and destroy that material
no longer needed for current reference.

17. IS A¥ INDEX SYSTEN USED? (1f yes, explain briefly and |
deseribe any bardware/softvare)
[1s ] %

Retain remaining items for two years after

termination, then destroy.

I

|
9, NAME AND 91TLR OF PREPARER . | 20. TELEPHONE NUMBER ‘ 21. DATE
et | QK 7- ’3/10 | %m@ 22,/99 9

-A(NEVISED 2/87)




XEROX TELECOPIER 295 ; 12-18-90; 9:57 AM; 1 301 887 0313 » 13017998532 ; # 7
RECORDS MANAGEMENT TEL No.1-301-887-0313 Dec 18,90 9:55 No.002 P.O7

DEPARTNERT OF GENERAL 8RRVICES
RECORDS NARAGENENT DIVISION

Jostructions TYPE OR PRIKY A AGERCY  RECORDS  INVERTORY

RATE FORN FOR EACK NEW OR

8D RECORDS SERIBS, FORWARD
VITH RBCORDS RRTENTIOR SCRRDULE P.0. BOX 215

PAGE OF
JRSSUP, MARYLAND 20794

|
|
7275 VATERLOO ROAD |
l
l
|

1. DEFARTNENT/AGENCY 2. DIVISION 3. UKI?

— . —— — ——— i S — o—

DEFINITION - RECORD SERIES A group of related records normally filed and used 85 & unit for reference a5 well us
retention and dizposition purposes

LLEAVE AND TIME SHEETS /

|

{. RBCORDS SBRIBS TITLE | 5 BARLIRS? YRAR/LATEST YEAR
I
|

§. RECORDS SERIZS DRSCRIPTION (Btiefly describe the types of information/docements/foras found it the serles,
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

| |
.R!c RDS SBRIES FORNAT(S) { B. RRCORDS SERIRS SRQUENCE | 9. voLUNR
LETTER SIZE |) MICROFILK | (] ALPRARRTICAL | H’FILB DRAWRR(S)
| | [] KICROYILN RBEL{S)
(| LBGAL SIZ8 {] COMPUTSR TAPE | [ | RUNBRICAL { Z (1 CONPUTER TAPE(S)
| : | “HUNBER |] OTHER{BPBCIFY)
{] BOUND BOOX [} PLOPPY DISK | [AROIOLOGICAL |
i | 10, voLUNR
{1 AUDIO TAPE (] VIDBO 9APE | {} GROGRAPHICAL I _Pf’ixns DRARER(S)
| | [] MICROFILY RBEL ($)
i} OTBER {SPECIFY) | [} OTHER (SPBCIFY) | é {] CONPUTER TAPE(S)
| |  NUKBER  {] OTRER(SPBCIFY)
] {

11, FILE IS USED 12, FILR BECOMES INACTIVE ATTER

{1 DAILY {) WEBRLY |} KONTHLY

1
] [ MOR®R(S) L] TBAR(S)
{ NUNBRR
. |
13, CURRENT LOCATION{S) (BLDG.,PLOOR,ROON) | 14, I8 RECORDS SERIES DUPLICATED BLSEWHRRR?
| [} Y88 [] N0 (Lf Yes, Specify Agescy or Office)
II Y
15, ACCESS MBSTRAICTIONS |} ¥B8 [] MO | 16, AUDIT RRQUIRENENTS | “:.Vg,ij?%.ﬁﬁ i
(1f yes, cite law{e) & requlationis) l (1 RoXE (] GTATR [) PEDRRAL .{{ INDBPERDERT
A | 3\
17, 16 AN INDEY SYSTEN USBD? (If yes, explain briefly nd 18, RECONMENDED RETENTION | e
descride any hardware/software) Retain for one year, then destroy.
@ v unw st

e
4 ALY 4
3 v

—— —— — . — e
]

|
9. NAME AND TITLE OF PREPARER | 26. TELEPHONE NUNBER i, mnt
£

|
o bose fasier| @D 3020 | ¢f22/%




XEROX TELECOPIER 295 ; 12-18-90;

9:58 AM; 1 301 887 0313 =»

13017998532 ; # 9

RECDRDS MANAGEMENT TEL No.1-301-887-0313 Dec 18.90 9:55 No.002 P.0O9
‘ | |
Instructions TIPE OR PRIFT A ] DEPARTMENT OF GENSRAL SBRVICRS | AGBHCY  RECORDS  INVERTORT
SEPARATE YORK FOR BACH REW OR | RECORDS MAKAGEXERT DIVISION | \
.IEVISED RBCORDS SBRIES. FORWARD | 1275 WATERLOO ROAD |
WITH RECORDS RETENTION SCHEOULE I P.0, BOZ 275 | PAGE orF
I JESSUP, MARTLAKD 20794 |
l !
1. DEPARTNENT/AGENCY | 2. DIVISION [ 3. wn
I l
|

I
DEFINITION « RECORD SERIBS A group of relsted recotds notmally filed and wsed as a unit for reference s well as
reteation and dtsposition purposes
I

4. RECORDS SERIES TITLE | § BARLIRST YEAR/LATEST YEAR

GENERAL ACCOUNTING RECORDS : /

§, RZCORDS SERIES DRSCRIPTION (Briefly describe the types of information/documents/forns found fn the series.
include the purpose or function of the seriss)

Files contain office copies of:

Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty
cagh vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase
orders, deposit slips, receipt books, etc.

| f
‘Ilv. :;sexos SERIES FORMAZ(S) | 8. RSCORDS SERIES BEQUERCE | 9, VOLUNE
BTTER SIZE [] NICROFILM | ALPRABBTICAL | L1-FILR DRAWRR(S)
f | [) MICROPILN REEL{S)
{] LEGAL ST3X || CONPUTER YAPE | [} NUMBRICAL I é] (] CoNpUTRR TAPEB(S)
[ f {] OTRER{5PECIFY)
[] BOUND BOOK [] PLOPPY DISK | {] CHROROLOGICAL ! :
[ | 10. voLog
[} AUDIO TAPE (] VIDKO TAPB ! [} GROGRAPHICAL | ) FILE DRAWER(S)
f I [] MICROPILN RERL (5)
|} OTHER (SPECIFY) | f} OTHER (BPBCIFY) | {] CONPUTER TAPE(S)
: I } RONBER [ ) OTHER(SPECIFY)
1.FILE 15 USED | 12. FILE BECONES INACYIVE APTRR
{1 DAILY {1 WBEELY {] NONTHLY I {1 MORTH(8) (] YBAR(S)
|| ¥oNERR
13. CURRENT LOCATION(5) (BLDG.,FLOOR,ROON) | 14, I8 RRCORDS SERYES DUPLICATED RLSRWHERE?
| {1 Y8s (] WO (If Yes, Specity Agevcy or Office)
: ‘ .
15, ACCBSS RBSTRICTIONS [} YBS {] WO | 16, AUDIY RRQUIRENENTS .
{If yes, cite law{e) & requiation(s) | {1} RoME [} STATR (] PEDERAL {) INDEPENDERY

17. 15 AN INDEX SYSTEK US20? (If yes, explain briefly amd
describe any hardware/softwere)
[jms [ %o

18, ABCONNENDED RRSER?ION
Retain fotr three iears, then destroy.

—— e e ey = mgpma, e

I
9. NANE AND TITLE OF PREPARER . | 20. TBLEPHONE NUNBER

Lrah | Ry 7- 3020

2. mn

&/ o2

—— ————— —

D-4[REVISED 2/87)




XEROX TELECOPIER 295 ;

12-18-90; 9:59 AM;

1 301 887 0313 2

13017998632 ; #10

RECORDS MANAGEMENT TEL No.1-301-887-0313 Dec 18,90 9:55 No.002 P.10

I !

Instructions TIPR OR PRIAT A | DEPARTNERY OF GERERAL SERVICHS | MGENCY  RECORDS  INVERTORY

SEFARATS TORK POR EACH KEH OR | RECORDS NANAGENERY DIVISION |

RVISED RECORDS SERIRS. FORWARD | 7215 WATERLOD ROAD |

WITH RECORDS RE7ENTION BCHEDULE | P.0. BOX 215 | PAGE_ OF
| JASSUP, NARYLAND 20794 |
I |

1. DEPARTNENT/AGENCY | . DIVISION | 3. UNIY
l |
I |

DREINITION - RECORD SERIRS A group of related records normally filed and used as a unlt for reference ag well as

retention and disposition purpoces

{. RECORDS SERIRS TITLY
FIXED ASSETS FILE

/

I
| § SARLIEST YEAR/LAYEST YEAR
!
I

6. RBCORDS SERIBS DRSCRIPTION {Briefly descride the types of information/docoments/forme found fn the series.
Include the parpoce or function of the series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)
Lost/stolen forms (office forms)
" Surplus forms (office forms)
Transfer Forms (office forms)

‘. RECQRDS SERIRS FORMA?(S)
[WARTIER S128 [} MICROPILN

{] LBGAL SIZE [] CONPUTZR TAPE {1 BUMBRICAL

{1 bOUND BOOK [} PLOPPY DISK
[} AUDIO TAPE [} VIDBO TAPS

{] OTHER {8PECIPY)

8. RECORDS SERIES BEQUENCR
{1 ALPBABETICAL

i)/6;ROROLOGIClL

{] GBOGRAPHICAL

{1} OTHER {SPECIFY)

|

| 3. voLoue

I KFILE DRAVRA(S)

[) NICROPILN RBBL{(S|
[] CONPUYER TAPE(S)
FONBER |} OTHER(SPECIFY)

Iazf’ls DRAVER(S)

[] WICROFILN REEL ($)

1
I
I
[
| 10. VOLUNE
|
:
[} CONPUTRR TAPE(S)
I "FURGER {1 OTHER(SPRCIFY)

— - —— —— — —_—

11.FILE IS DSKD

(] OAILY {1 wEBKLY {] WOKTHLY

12, TILE BECONES INACTIV! ARTER
{] Mow?H{8) {] YEAR{S)

NUNBER

13, CURREN? LOCATION{S) {BLDG.,FLOOR,ROON)

14, 15 RECORDS SERIES DUPLICATED RLSEWRERE?
{}) Y83 ] WO (If Yes, Specify Agency or Office)

e

15. ACCRSS RRSTAICTIONS [} YRS |} WO
{3f yes, cite Tau(s) & regulation(s)

J
I
|
f
I
l
|
l
I
I
I

3

16 AUDIT RSQUIRENENTS . - .. ~ %%\
() gomg [} SThTI [L PlDlRAL Il INDBPRRDEAT

17. 1S AN INDEX SYSTEK D3ED? (If yes, explaln briefly and
deccribe tny bardware/software)
‘ {] 18 11 %o

——— e, — —— — ——, —

18. RECONMENDED nnrsnwlou wh

Retain fixed assdt PrintOut for one year,
then destroy. i ¢
Retain all other completgd forms. f0t three
years, then destroy -

I
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER

- !
A

L7~ Sr20

., e

& e2/fo

A O g, SV

~ DGSEAS0-4{REVISRD 21814




XEROX TELECOPIER 295 ; 12-18-90; 9:53 AM: 1 301 887 0313 » 13017998532 ; # 2

RELGRDo MQNHGEMENT TEL No.1-301-887-0313 Dec 18.90 9:55 NE.OO%‘P.O2 4
T R R TE AN O = ULy = I L L FERDUHNNEL {EL MU sil BBT 6073 #@3s FOS .

Iastroetions TYPR OR PRINY A DEPARYNENT OF GERLRRY SIRVICES
quﬁmn 108 SACH NIV 01 ARCODS NANAGENIN? DIVISION
V1800 RRCOADS BRRIRS. TORUARD

7275 VATERLOO ROAD

AGIRCY  RECORDS  IEVENTORY

e e g =

RITR RECONDE AEfRNTION ACHEDULY #.0. BOI 21§ BAGE 1 01 1
JRBEUP, MARTEAND 20734 "
1. DRPARTXRNT/AGINCY 2. DIVESION 1. e
Peraonnal Training/Racruitment N/A ‘

—— e, T — T ap— —— — ——

DRTINITION - RECORD SERISS A group of related records normally filed and used a5 2 unit for reference 15 well us
retention #nd dlcpesition purpoany

~

[
4. Rcorp§ SBRIRE YITLE | § BARLIRZY YSAR/LATESY MBAR
Educational Assistance Record Cards ! lQZQ..f_lQQQ_

1]

6, Rtcorns SERigs DYSCRIPYION (Briefly descride the types of {oformation/docunestc/toras found in the series.

foclvde the purpore or function of the series)
Raecord contains informatien about employees who receive educational assistance: name,
bargaining unit, fiscal year, agency, fund code, courses taken, dates application and
gupporting documents were received, status of applicatioﬁycoat of courses and amount
of reimburaement. ~

&

9. YOLOKR
[} TILS DRAVER(S)
|} MICROTILN 2RYL(S)

Nﬁ@ {] CORPOTRR TARR(S)
¥ {] oymeR{spaclrt)
0. VOLUXE

| PILE DRAWBRLS)

| NICROPILN 8081 {6)

{

(

[] CoNPUTER TARL(S)
FiAdi {] ormariaeserze)

RECORDS EERIES PORMAT(S)
[} 429088 8130 () NICROPILN

8. RECORDS BRRIRE SEQDENCE
[ ALPBABBYICAL

(] RONDRICAL
[} CHROROLOGICAL

() BEGAL SIIR  [| CONPUYER YAPS

{1 BOUND BOOK ] PLOBPY DI3X -

[} AUDIO tAPE () VIDBO TAPR { | GEOGRAPRICAL

K oTaEe (shcIry)
SXScapd 0

11,1118 16 vsed
&) DALY [] waerLy {] NONTHLY

{] OTEER (SPRCINY)

P

T . ey S g, T i, T g o e
— . Ay S s, P catts. S e S

12, FLL3 BRCONES INACEIVE APTER
a Ll MONTB(8) G YEAR(S) g
¥UNBS !

|
|
l
#
13. CURRINt LOCATION(S) (BLYG.,7L00Y,R0ON) | 1. reconps sixizs DUPLICATED TL3RYARALY
|
|
|
|
|

County Office Building oo 183 [} MO (1 Yes, Specify Agesey or Office]

1st Floor, Room 125 Personnel—Re$¥if‘ Management Division (: 140£1nit]y

16, ADDIY REQUIRSNENTS .
i mons ) smaes () Plbil&b [l IRDBPREDIEY

15, ACCBSD ABSYRICTIONS (L Y83 () wo
(I yen, cibe law(e) & tegulation(s)

Prployee privacy act

11, I8 An INDRY SYSTAN USEOY (If yis, explain briefly and
describe any bardware/toftvare)
fins §§

10, ARCOMNENDM. .RTESTIOR

Keep in office £ 4 years then destroy

S — D oty P gy

-
| | .

- §. WANE AWD YITLE OF PREPANIR | 20, TBLEPROND NUNBER | 21, DAV
_JoAnne Kincer : 887-3120 | June 22, 1990

f0e Lea.Ai00ttoEn 42011




XEROX TELECOPIER 295

12-18-90;

9:59 AM; 1 301 887 0313 »

e
13017998532 ; #11

RECORDS MANAGEMENT TEL No.1-301-887-0313 Dec 18,90 9:55 No.002 FP.11
: I I
Instructions TYPE OR PRIKT A | DEPARTNENT OF GEWERAL BERVICES I AGENCY  RECORDS  IRVERTORY
SEPARATE FORN PCR BACH NEW OR | RECORDS NANAGRNEKT DIVISION |
VISED RECORDS SERIRS. PORWARD t 1215 WATERLOO ROAD |
TH RECORDS RETBNTION SCREDULS | P.0. BOX 278 | PAGR oF
| JESSUP, MARTLAKD 20794 |
[ |
1. DEPARTNENT/AGENCY | 2, DIVIGION . | 3. ONIY |
| I
I }o

- P s

DRFINITION - RECORD SERIBS A group of related tecotds normally filed and used 4s 4 unit for reference 88 well ag
retention and dfsposition purposes
I

| § EARLISST YRAR/LATEST YEAR
| /

§. RECORDS SERIBS DESCRIPTION {Briefly describe the types of information/documents/forse found in the series.
Include the purpose or function of the series)

(N

. RECORDS SERIES TITLY
PUBLICATIONS H1STORY FILES

This file contains one copy of each publication produced by the agency.

!

D5 SBRIES FORMAT(S)

{
| |
‘ ETTER SIZE {] MICROPILN | H ALPRABETICAL L FILE DRAVER{S)
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